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About This Procedure

This procedure provides instructions for completing O Figure, exhibit, and appendix references link figures,
U. S. Government Bill of Lading (GBL) forms for exhibits and appendixes with the text. These references
freight or transportation services when payment is to be are printed in a bold font as shown here. Example:...each
processed by the National Finance Center (NFC). Thecopy is listed inAppendix A .

following information will help you to use the proce-

dure more effectively and to locate further assistance ifC References to sections within the procedure are

printed in bold as shown here. Example: Hshibits

needed. .
section.
How The Procedure Is Organized O Important extra information is identified as a note.

) ) ) Example:Note: Only theoriginal SF-1113 is accept-
Primary sections, page numbering, and the amendment,p|a for payment processing.

process are described below:

. , : Who To Contact For Help
Overview describes the processing of forms and pro-
vides related background information. Telephone questions about processing Transportation
o o . . System (TRAN) GBL documents should be limited to

The Exhibits section includes illustrations such as urgent matters requiring immediate attention. These
examples of reports or other graphic information. questions should be directed to the Administrative Pay-

. : : : ts Branch, Travel and Transportation Section at
The Appendixes section contains reference informa- MeN X X
tion, such as code lists, accounting charts, tables, or_?_04_255;4t878 garrt'l_ers a(t:_%rz)()co;gt(’licggtge Travt_el and
excerpts from other documents. ransportation section at —421-0323Questions

that cannot be answered immediately will be researched
Pages are numbered consecutively at the bottom of eacind responded to within 5 days of receipt.
page. If the procedure is amended, point pages (e'g:’.g'%’pquiries that require lengthy research should be sub-
3.2, etc.) are used as needed to accommodate additiona] . X -
- mitted in writing on Form AD-354, Request For
pagesAll amended pages are marked at the bottom with Information. to:
the amendment number and date. T
Travel and Transportation Section

If you begin receiving this procedure after it has been National Finance Center, USDA
amended, you will receive the publication with all P. O. Box 60000
amendments and bulletins. Remove and insert amended New Orleans, LA 70160—-0001
pages according to the accompanying page control char

i The inquirer should provide the following information
so that your procedure is current.

when making written or telephone inquiries:

What Conventions Are Used « Vendor name

This procedure uses the following visual aids: e GBL document number, date issued, and date sub-

I : Lo mitted
O Block specifications are printed in italics. Example

2 positions) ble

O For date blocks, you should enter the date in the day/~ gz;te SF-1103 or SF-1203 was submitted for proces-
month/year format “(dd/mm/yy)”. For example, March 9

23, 1996 would be enter&8/03/96 * Name, location, and telephone number of caller.

O Data that you must enter exactly as shown is printed For detailed information about inquiry methods for
in bold italics Example For this type shipment enter the  accessing agency data, see Revision 5 of the Inquiry
following: Household Goods procedure, Title V, Chapter 1.

0O Emphasized text within a paragraph is printed in For questions about this procedure, contact the Direc-
bold. Example:This blockmust be completed. tives and Analysis Branch 8§04-255-5322
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Overview pleted must be submitted to NFC, by the carrier, for

prompt processing. NFC date stamps the SF-1113,
Government Bills Of Lading’s (GBL) are the primary reviews the related GBL for completeness, and enters it
documents used for transportation of supplies, material,into the Transportation System. Incomplete documents
and personal property by commercial carriers. The are returned to the carrier within 7 days of receipt with a
National Finance Center (NFC) processes payment fordated letter that describes the reason for the return.

GBL's through the Transportation System (TRAN). The date the complete SF-1113 and bill of lading are

Data captured through TRAN processing is used {0 pro-recejved at NFC determines the payment due date. Pay-

vide management and accounting reports to agencies. ments must be received by the vendor within 30 days of
bill receipt by NFC.

Preparing GBL's According To GSA/NFC If the payment due date is not met, interest is automati-
Guidelines cally assessed and included with the payment. Detailed
information involving the payment of GBL's using the

Regulations governing the use of GBL's are prescribed standards described in the Prompt Payment Act can be
by the General Services Administration (GSA). The found in Title Il, Chapter 1, Section 1.

instructions in this procedure relate to forms completion
for TRAN processing and provide the necessary modi-
fying instructions to supplement instructions provided Forms Used In Shipping Goods
by GSA. See GSAs guidelines in the boolteiw To
Prepare And Process U.S. Government Bills Of Lading when it is necessary to ship goods in the interest of the
(National Stock Number 7610-00-682-6740). Government, the agency arranging the shipment must
Agencies responsible for shipping goods must contactprepare the proper bill of lading for freight processing
and procure the services of a carrier and then prepare thé@nd payment of the resultant charges. Btendard
appropriate bill of lading form according to the GSA Form 1103 (SF-1103), U.S. Government Bill of Lad-
booklet and the supplemental guidelines in this proce-ing (GBL) is usedfor processing most shipments. The
dure. The original form, along with the needed copies, Standard Form 1203 (SF-1203), U.S. Government
should be presented to the carrier at the shipment origi-Bill of Lading—Privately Owned Personal Property
nation point. The original should remain with the ship- (PPGBL) can be used in place of the SF-1103 for the
ment until it reaches its final destination. At that time, Shipment of household goods and personal effects. Both
the payee certification portion of tt&tandard Form the GBL and the PPGBL utilize ttétandard Form
1113 (SF-1113), Public Voucher for Transportation 1109, U.S. Government Bill of Lading Continuation
Charges(delivery certificate) must be completed by the Sheetwhen extra space is needed to provide complete
last line-haul carrier. The last line-haul carrier is the last dataandtheStandard Form 1200, Government Bill of
carrier to handle the goods and is responsible for prop-Lading Correction Notice for bill of lading alterations
erly submitting the bill of lading and delivery certificate or corrections. The&Standard Form 1113 (SF-1113),
to NFC at the following address: Public Voucher for Transportation Charges, which
National Finance Center, USDA must be completed by the carrier, is also requiretillor

PO. Box 60000 of lading payment processing.

New Orleans, LA 70160-0001 GBL's and PPGBL's are used for shipments within the
Unites States or between points in the United States and
any other country. When carriers are willing to accept
GBL's or PPGBL's, these documents are also used for
government shipments between points outside of the
United States. GBL's and PPGBL's can be used for all
Prompt Payment Of GBL's modes of transportation, including rail, motor, air,

inland, water, ocean, express, forwarders, and pipeline.
To ensure payment is made to carriers within 30 days asn cases where GBL's or PPGBL'’s cannot be used, Fed-
required by the Prompt Payment Act, agencies shoulderal Travel Regulations and the Federal Acquisition
make every effort to provide complete and accurate Regulations permit the use of purchase orders for the
information on the bill of lading. Particular attention payment of transportation expenses.

must be given to ensure that the accounting data is Cur~p. SE_1103. SE—1203. and SE—1109 are multi-copy
rent and valid and, where appropriate, the employeeforms, with a specific form number, form name, and

social security number is valid. purpose for each copy. Distribution and processing of
The original GBL and the corresponding original these forms, as well as otlierms used for GBL TRAN
SF-1113 with the Payee’s Certification section com- processing, are fully explained in GSAs publication,

After reviewing the documents for accuracy and com-
pleteness, NFC enters the GBL into TRAN and pro-
cesses payment to the carrier.

3
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How To Prepare And Process U.S. Government Bills Of GBL. Any loss, damage or shortage should be noted on
Lading, and in the paragraphs below. the carrier’s delivery documents at the time of delivery.

. . _ The billing carrier is responsible for completing the
SF-1103.The SF-1103 is used for the shipment of Gov GBL according to GSA instructions and for submitting
ernment property and for the shipment of household .

it to NFC for payment.

goods and personal effects for employees who are
changing official duty stations. This is an accountable
document, used by agencies when charges are pai
directly to commercial carrierdNote: Agencies are
required to maintain accountability records of GBL's
and are held accountable for their disposition.

F—1203).This is an accountable document which can
e used by agencies in place of the SF-1103 to ship
household goods and personal effects for employees
who are changing official duty statiori¢ote: Agencies
are required to maintain accountability records of
The GBL is a 9-part set consisting of six different, col- PPGBL's and are held accountable for their disposition.
ored forms. Corresponding continuation sheets are

available as Standard Form 1109 (SF-1109), U.S. Gov- ; . :
ernment Bill of Lading Continuation Sheet. The GBL colored forms. Corresponding continuation sheets are

; > ) available ashe SF-1109. The PPGBL set and continua-
set and the continuation set are carbon-interleaved for;,\ ot are carbon-interleaved for simultaneous prepa-
simultaneous preparation. The standar_d for_m numberration. The standard form number for each copy of the
for each copy of the GBL and the Continuation Sheet, PPGBL and the Continuation Sheet, the form title, and

the form title, and the color of each copy is listed in I . .
. . the color of each copy is listedAppendix B. The seven
Appendix A . The nine parts of the SF-1103 are parts of the SF-1203 are described below:

described below:
» SF-1203 (white). This is the original PPGBL which

* SF_1.103 (white). This s the__original GBL which contains the terms and conditions of the contract of
contains the terms and conditions of the contract of

The PPGBL is a 7-part set consisting of five different

transportation, the description of the items that are
being shipped, and the certificate of delivery. This
document is submitted to the NFC for payment after

transportation, the description of the items that are
being shipped, and the certificate of delivery. This
document is submitted to the NFC for payment after
services have been rendered.

services have been rendered.

* SF-1103-A (yellow). These are memorandum
copies consisting dbur parts. They are used by Fed-
eral agencies for administrative purposes. (See
To Prepare And Process U.S. Government Bills Of
Lading.)

* SF-1103-B (blue). This is the GBL memorandum
copy which pertains to the consignee. It contains
instructions on the back of the form concerning
actions required of the consignee when the shipment
is received. This copy is used to verify the correctness
of the shipment. *

* SF-1104 (pink). This is the shipping order which is
retained by the carrier or his agent at the shipping *
point.

» SF-1105 (white). This is the original freight wayhbill

which accompanies shipment or is otherwise con- _
veyed to the destination according to carrier instruc- The SF-1203, SF-1204, and SF-1205 must be given to

tions. the carrier or the carrier’s agent at the time shipment is
. . . o I tendered. The carrier’'s agent must sign and date the

ﬁgigﬁovt\?ay(/vt\)lirlwlne} This is the carrier's copy of the SF-1203 to c_ertify_ receipt _of the s_hipment. The

' SF-1203 remains with the shipment or is forwarded to

The SF-1103, SF-1104, SF-1105, and SF-1106, musthe last line-haul carrier for completion of tGertifi-
be given to the carrier or the carrier’s agent at the timecate Of Carrier Billing For Chargeshown on the
shipment is tendered. The carrier’'s agent must sign andPPGBL. Any loss, damage or shortage is noted on the
date the SF-1103 to certify receipt of the shipment andcarrier’s delivery documents at the time of delivery. The
the bill of lading. The original GBL is retained with the billing carrier is responsible for completing the
shipment or forwarded to the last line-haul carrier for SF—1203 and for submitting it to NFC for payment with
completion of theCertificate Of Carrier Billingon the a SF-1113.

* SF-1203-A (yellow). These are memorandum
copies consisting of three parts. They are used by
Federal agencies for administrative purposes. (See
How To Prepare And Process U.S. Government Bills
Of Lading)

* SF-1203-B (blue). This is the PPGBL memorandum
copywhich pertains to the consignee. It is given to the
property owner prior to delivery of the shipment. It
contains instructions for the property owner to verify
the correctness of the shipment upon delivery.

SF-1204 (pink). This is the shipping order which is
retained by the carrier’'s agent at the shipping point.

SF-1205 (white). This is the original freight waybill.
It accompanies the shipment or is otherwise con-
veyed to the destination according to carrier instruc-
tions.

4
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SF-1109This form is used when extra space is needed ciencies. The NCSC may be reached 24 hours a day at
for the completion of the SF-1103 or the SF-1203. 1-800-488-3111.

SF-1200.This form is used to correct a SF-1103 or
SF-1203 after distribution. Copies prepared and distrib- Responsibilities
uted are determined by the agency. Recipients make the

appropriate correction on the SF-1103 or SF-1203 and| jsted below are the general responsibilities of the pri-

attach it tahe document. One copy of the SF-1200 must mary organizations involved in data processing and sys-
be submitted to the address below for GBL's or PPGBL’s tem maintenance for GBL processing_

processed by NFC:

National Finance Center, USDA NFC:
P.O. Box 60000 O Ensures adequate audit review of SF-1113's and
New Orleans, LA 70160-0001 related GBL's prior to processing payment to carriers.

NFC will cross—reference the SF-1200 to the corre-O Prepares and mails Report TRVL 3301, Computation
sponding SF-1103 or SF-1203. If the SF-1103 or of Employee Moving Expense Reimbursement to the
SF-1203 has not been paid, NFC makes the correctiongmployee when a GBL is issued for transportation of
indicated prior to payment and attaches the SF-1200 tohousehold goods and personal effects.

the bill of lading. If the SF-1103 or SF-1203 has been )

paid, NFC attaches the SF—1200 to the paid SF-1103 oF Includes moving expense allowance on the
SF-1203. The agency is responsible for reporting an€mployee’s Form W-2, Wage and Tax Statement,
overpayment to NFC. The NFC is responsible for col- €nsuring proper tax reporting for employees.

lecting any overpayments made for transportation ser-
vices caused by errors in computation and/or failure of
the carrier to deduct the proper amount for services per-
formed by the Government.

O Forwards original paid transportation bills and all
supporting documentation to GSA for postpayment
audit.

O Publishes GSA directed transportation carrier bank-

SF-1113.This 2-part, carbon-interleaved form is the ruptcy notices Exhibit 1 ) to agencies.

voucher for bill of lading charges and consists of the
original, Standard Form 1113 (SF-1113), Public O Forwards bills to GSA for freight services for carriers
Voucher for Transportation, and the second copy, that have filed bankruptcy.

Standard Form 1113-A (SF-1113-A), Memorandum ) ) )
Copy. The last line—haul carrier is required to complete = EStablishes payment due dates consistent with sound

this form and submit the original to NFC with the C€&sh management practices and makes payments to
SF-1103 or SF—1208lote: Only the original SF—1113 vendors in accordance with provisions of the Prompt
with the Payee’s Certificate section completed is Payment Act and this procedure.

acceptable for TRAN payment processing.. O Forwards Bills of Collection to the employee for

charges paid on the GBL which are the employee’s
responsibility. (e.g. household goods shipped in excess
of the 18,000 pound maximum)

For GBL TRAN processing, the completed original bill
of lading is submitted directly to NFC by the carrier with
the completed, original SF-1113 for payment. NFC
pays the carrier according to the data provided on the
GBL or PPGBL and the SF-1113. NFC will contact 1"€ Agency:

agency personnel when additional data is neededg provides instruction to employees in the to prepara-
Notes:(1)Only theoriginal SF-1113 is acceptable for  {jon of GBL's and PPGBL's by using these instructions
payment processing. (2)NFC does not process Ocearhng GSAs guideHow To Prepare And Process U.S.
Bill of Lading forms. Government Bills Of Lading.

O Ensures that only current GBL and PPGBL forms are
Loss And Damage ordered and used.

In case of loss or damage, the consighee must make ce Ensures that valid accounting codes and other perti-
tain the carrier’s representative signs any loss or damagenentdata are included on GBL's and PPGB&smitted
notations on the carrier’s delivery documents. The con-to NFC for payment processing.

signee should promptly file loss and damage claims

with the carrier and notify the GSA National Customer O Takes action to comply with bankruptcy notices sub-
Service Center (NCSC) of all discrepancies and defi- mitted to agencies by the NFC.
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O Maintains records and controls GBL and PPGBL on this report is produced after GBL payment proces-
stock. sing for shipment of an employee’s household goods
and personal effects. It identifies the taxable and non-
O Disposes of spoiled, obsolete, canceled or otherwisetaxable transportation charges, as well as, all relocation
unused accountable forms by burning or shredding andallowances and the recipient of TRAN payments (direct
reports their serial numbers by memorandum to GSA at:to vendor or reimbursed to employee). TRVL 3301 also
provides a detailed computation of the relocation

GSA Furniture Commodity Center income tax allowance. This report is mailed to the
Attn: Standard Forms Section (FCNI) employee’s residence address. Data from this report is
Washington, DC 20406 also included on the employee’s Form W-2, Wage and

Tax Statement, which is compiled by NFC.

Reports TRAN-4206—M, Monthly Summary of Transactions
(Exhibit 3). A report that is distributed monthly to agen-
The following two reports are generated in the TRAN cies.This report provides a summary of payments which
System: are charged to the agency’s accounting classification for
the prior month. It should be used by agencies to deter-
TRVL3301, Computation of Employee Moving mine the validity of payments charged to the accounting
Expense ReimbursementHExhibit 2 ). The information classification identified on the report.
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Completing SF-1103 National Finance Center, USDA

P.O. Box 60000
To transport supplies, materials, and household goods New Orleans, LA 70160-0001
and personal effects, agencies must complete the

SF-1103Kigure 1). To process payment, carriers must |, ihe section of the block labelédyency Loc Code,

submit to NFC the GBL and properly completed origi- anter the agency’s two position alphanumeric code.
nal SF-1113. Agencies should complete the GBL in

accordanceavith GSAsguide,How To Prepare And Pro- i _
cess U.S. Government Bills Of Ladiremd guidelines 15. Marks And Annotatlons.'l_'h|s block should be left
essential to the NFC for processing payment to the car-Plank except when the shipment covers household
rier. The following completion instructions relate to 900ds and personal effects. For this type shipment enter
forms completion for TRAN processing and provide the the following:
necessary modifying instructions to supplement instruc-
tions provided by GSANote: The numbers below cor-
respond to the block numbers indicated on the SF-1103 - Write or type the wordSocial Security Number
followed by the employee’s 9-digit social security
12. Appropriation Chargeable. Enter the following number.
codes to ensure proper payment:

— Write or type the wordklousehold Goods.

— Write or type the wordslaximum Weight Allow-

O The currentagency assigned accounting classifica- ancefollowed by the amount of weight authorized

tion or management coddrequired, numeric entry, up expressed in poundsNote: If the shipment

to 35 positions)n the format specified for your agency. exceeds the maximum weight allowance autho-
rized on the AD-202R, Travel Authorization/Ad-

O For Forest Service, enter tRegion and Unit code vance, Attachment for Relocation Travel, NFC

(numeric entry, 4 positions}or example, Forest Ser- will bill the employee for the overage.

vice Region 06, Unit 07 would bE507. — Write or type the worddravel Authorization

Number followed by the 13-position alphanu-
meric authorization number from the correspond-
ing AD-202, Travel Authorization/Advance.

Notes: (1) For clarity, be sure to leave space between
these two code$2) To expedite processing, be sure the
accounting classification and management codes are
current and valid. The  carrier submits the original GBL,

Form SF-1103, which accompanies the shipment, to
13. Bill Charges To.Enter the NFC mailing address as NFC for processing, with the original SF-1113, to the
follows: address in Block 13.
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This is an Accountable Form

U.S. GOVERNMENT BILL OF LADING ORIGINAL P
T TRANSPORTATION COMPANY TENDERED 10 2.5CAC 5 DATE B/L PREPARED 4. ROUTE ORDER/RELEASE NUMBER

5. DESTINATION (Name, adcress and ZIP code)

7. SPLC (Org)

6. SPLC (Dest) 8. ORIGIN (Name, address and ZIP code)

9. CONSIGNEE (Name, adcress and ZIP code of instaliation)

10. GBLOC (Cons.) [t1. SHIPPER (Name, adcress and ZIP cods)

12. APPROPRIATION CHARGEABLE

13, BILL CHARGES TO (Dept/agency, bureau/office mailing address and 2IP code)

14, VIA (Route shipment when advantageous to the Govemment)

AGENCY LOC CODE

Household Goods

Maximum Weight Allowance XXXXX

Social Security Number XXX—XX—-XXXX

Travel Authorization Number XXXXXXXXXXXXX

15. MARKS AND ANNOTATIONS (If axtra services are ordered, see Administrative Directions No. 2 on reverse)

16.PACKAGES] 17,16, DESCRIPTION OF ARTICLES (Use camer's classificaton or trif descripton il possibie; 1. WEIGHT* FOR USE OF BILLING CARRIER ONLY
HM|  otherwisa usa a clear nontechnical dascnpbon) Pounds -
NO. | KIND f onh) [ Senices | Rate Charges
CRSSFICKTION FEW NG, T
|
TOTAL |
CHARGES "
20, TARIFF/SPECIAL RATE AUTHORITY 21, PIKUP SERV. FURNISHED || YES] SHIPPERS| 22, CARRIER WAY/FREIGHT BILL NO. AND DATE
Il
VEHIGLE FULLY toADED [Jves| " -

/

CLS/TLS

23, STOP THIS SHIPMENT AT |24. FURNISH INFORMATION ON CAR/TRUCKLOAD/CONTAINER SHIPMENTS
INITIALS & NO. SEAL NUMBERS LENGTH/CUBE MARKED CAPACITY | DATE FURNISHED
‘ORDERED FURNISHED | ORDERED | FURNISHED
FOR: APPLIED BY:
25. CARRIER'S PICKUP DATE 26a. SIGNATURE OF AGENT 28v. PER B/L NUMBER
(Yaar, month, & oay)

27 MODE |28, ESTIMATE  [29. NO. OF G%H;E 31.PSC |32, REASON

Recerved by the tr: noneompwnumdm,nﬁnmaﬁmommmodnn
the reverse hersof, the property heranafter described, in apparent order and
condition (contents and value unknown), 1o be forwarded to destination by the said
company and connecting lines, there to be deiivered in like good order and condition to
said consignes.

FOR USE OF ISSUING OFFICE

CERTIFICATE OF CARRIER BILLING-—~CONSIGNEE MUST NOT PAY ANY CHARGES

33, ISSUING OFFICE (Name and complete adcress)

34a. DELIVERED ON 34b. AT (Actual de¥very pont)
{Year, month & day)

[m

34c. BY (Name of delivening camer)

3c. ISSUING OFFICER

'34d. DELIVERED THIS CONSIGNMENT COMPLETE & IN APPARENT GOOD OROER

air, truck or water carmier in cases where required.

EXCEPT AS MAY BENOCATED [ g oo 0] omwseo
33d. CONTRAGT/PURCHASE ORDER NO. OR OTHER 3% DATED | 34e. 341, NAME OF BILLING CARRIER
AUTHORITY D CARRIER 0S80 REPORT
ATTACHED
D DELIVERY AT DESTINATION
34g. SIGNATURE OF CARRIER'S AGENT
331, FOB POINT NAMED IN CONTRACT [ Accessoru semveces
CERTIFICATION ATTACHED
*Show also cubic measurements for shipments via NSN7540-00-656-1478 1103-121 STANDARD FORM 1103 (Rev. 4-85)

PRESCRIBED BY GSA, FPMR (41 CFR) 101-41.3

Figure 1. Standard Form SF-1103, U.S. Government Bill Of Lading (sample)
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Completion Instructions For Standard Form 1203 (SF-1203),
U.S. Government Bill Of Lading — Privately Owned Personal Property (PPGBL)
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Completing SF-1203 24. Appropriation Chargeable. Enter the following

codes to ensure proper payment:

To ship household goods and personal effects, agencies ) _ .
can complete the SF—1208idure 2). To process pay- E_l The currentaigency aSS|gned_ accounting classifica-
ment, carriers must subntite PPGBL, with the original 10N Or management codgrequired, numeric entry, up
SF-1113, signed by the payee, to NFC. Agencies should© 35 positions)n the format specified for your agency.
complete the PPGBL in accordance with GSAs guide,
How To Prepare And Process U.S. Government Bills Of
Lading,and guidelines essential to the NFC for proces-
sing payment to the carrier. The following completion
instructions relate to forms completion for TRAN pro-
cessing and provide the necessary modifying instruc-
tions to supplement instructions provided by GSA.
Note: The numbers below correspond to the block num-
bers indicated on the SF-1103.

O The agency code(required, alphanumeric entry,
2 positions) For Forest Service, insert a slaghafter
the agency code and enter fRegion and Unit code
(numeric entry, 4 positions}or example, Forest Ser-
vice Region 06, Unit 07 would be entered 0607

Notes: (1) For clarity, be sure to leave space between
these two code$2) To expedite processing, be sure the
accounting classification and management codes are
) N current and valid.

21. Bill Charges To.Enter the NFC mailing address:

The carrier submits the original PPGBL,

National Finance Center, USDA Form SF-1203, which accompanies the shipment, to
P.O. Box 60000 NFC for processing, with the original SF-1113, at the
New Orleans, LA 70160-0001 address in Block 21.
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Voucher And Invoice Payments Manual Title 1l
Travel And Transportation Payments Chapter 2
Government Bills Of Lading (GBL) Section 4

1. GOVERNNENT BILL OF LADING — TROELY OARED 1 ogcinaL B

1. TRANSPORTATION 2. SCAC 3. SERVICE CODE [4 SHIPMENT NO| S DATE B/L ISSUED
COMPANY (4 lwﬂ.
TENDERED TO Of

6. REQUESTED | 7. AEQUESTED 10. PROPERTY OWNER'S NAME, SOCIAL SECURITY NO., RANK AND PAY GRADE

PACKING DATE PICKUP DATE

8. REQUIRED
DELIVERY DATE
IMPORTANT
Reguiations require Onginal, Shipping
13, EXTRA PICKUP/OELIERY (Complele accrass) Order, and Froight Waybils (Ongnal |11~ AUTHORITY FOR SHPHENT (Order No. Par. No. HO) 12 DATE OF OADER

and Camer's Copy) 10 be surrendered

1o camer after sgnature and SF
12038, Memarandum Copy, 1o be fur- {14 DEPARTMENT/AGENCY 15. TRANSPORTATION CONTROL NO,

rushed 1O CONBiGRes (property owner).

16. Recewed by Ihe iransporiation company named above. subject to conditions named on teverse hereo!, 17. FULL NANE OF SHIPPER
the property harematter Jescnded, i apparent good order and condtion (contents and vaiue unknown),
to be lorwarded to destinsion by the sad company and connecting fines, there o be deivered in like
good order and conditon 0 S8 CONwgNes.

18. CONSIGNEE (Name and deshnation deivery address) (See block 13) 10. FROM (Complete adaress of pont of prckup) (See block 17)
30 RESPONSIBLE DESTINATION INSTALLATION/OFFICE GBLOCH 21, BILL CHARGES 10 (Dept./Agey, Bur./ON. and compiete maing socress)
22. ViA (Names of inigriing camers) 23, FOR CARRIER USE ONLY—- |24 APPROPRIATION CHARGEABLE

WAYBILL/FREIGHT BILL NO.

25 REMARKS (I axira services are ordered. 368 ADMIN.STRATIVE DIRECTION NO. 2 on reverse.)

26 PACKAGES 27, CESCAIPTION OF SHIMENT®  wert FOR USE OF DESTINATION CARRIER ONLY
IGH
NO | XiND (Spec SERVICES |20 FATE |%0. CHARGES
LINE-HAUL
GROSS » TRANSPORTATION
TARE ¢ IPACKING/UNPACKING|
OTHER ACCESSORIAL
NET# SERVICES
T Inci. professional Dooks, papers,
and equipment weighing, TOTALS
31 TARIFF OR SPECIAL RATE AUTHORITIES

320, 1SSUING OFFICER (Name and tie)

320, 1SSUING OFFICE (Name and compiete address) GBLOCH

* Issued at lowas! valuation cited in aporopriale B ”.
tencer of tantf uniess otherwiss stated hereon.

CERTIFICATE FOR RECEIPT OF SHIPMENT AND ORIGINAL BILL OF LADING
33, NAME OF TRANSPORTATION COMPANY 33v. DATE OF RECEIPT
OF SHIPMENT

FOR USE OF

ISSUING OFFICE

. . FOR USE OF PAYING OFFICER (Dows nof affect camer charges)

3c. SIGNATURE OF AGENT/DRIVER 4. PER UNAUTHORIZED ITEMS EXCESS DISTANCE Other (Expiain

) EXCESS VALUATION EXCESS WEIGHT v ramaks)
CERTIFICATE OF CARRIER BILLING FOR CHARGES—~CONSIGNEE MUST NOT PAY ANY CHARGES ON THIS SHIPMENT

350 ON (Date) 355, AT (Actual delwery ponfi) 35¢. THE (Nama of deivenng camen

2

35d. DELIVERED THIS STORAGE IN 350. COMPLETE AND IN APPARENT GOOD ORDER CARRIEA 0S40
CONSIGNMENT 10 ORACEN ] mesioence |*** EXCEPT A& MAY BE DICATED HEREAFTER ’ [0 swonmace [ onmce REPORT ATTACHED

35(. NAME OF DESTINATION CARRIER (Camer authonzed lo bill charges) 35g. SIGNATURE OF CARRIER'S AUTHORIZED AGENT

1Carner to ®
NSN 7540-01-096-8489

‘stiach Certricate of Storage and Liability for shipment piaced in storage i anst STANDARD FORM 1203 (7-87)
. 1203-108 PRESCAIBED BY GSA, FPMR (41 CFR) 101413

Figure 2. Standard Form 1203, U.S. Government Bill Of Lading — Privately Owned Personal Property (sample)
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Title 11 Voucher And Invoice Payments Manual
Chapter 4 Travel And Transportation Payments
Section 2 Government Bills Of Lading (GBL)
Exhibit 1
Page 1
NFC Bulletin, Notice Of Bankruptcy
United States Office of the National P.O. Box 60000
Department of Chief Financial Finance New Orleans
Agriculture Officer Center Louisiana 70160
Tile:  1l, Voucher and Invoice Payments Manual
Chapter: 2, Travel and Transportation Payments, Section 4, Government Bills of
Lading
Bulletin: ~ 95—X , Notice of Bankruptcy — Bob’s Steam Co., Inc. N
pate:  December 8, 1995 F
To:  Holders of Common Carriers — Government Bills of Lading Procedure
Purpose
To notify agency offices that a petition for an arrangement has been filed under C
VIl in the U.S. Bankruptcy court on behalf of the following carrier:
Carrier: Bob's Steam Co., Inc.
Address: 111 East St. l l
Suite 123
Anywhere, FL 32121 L
Date of Filing: October 11, 1995
Case Number: 95-12345-8P1 L
Court: U.S. Bankruptcy Court
Southern District of Florida E
SCAC: BOBS
Action by Agencies I
To protect the interest of the U.S. Government, all bills for transportation by this carrgr
should be: r
« Marked to indicate the date the shipments were picked up. N
Fili . . o : :
|nstructi;:3 File this bulletin in front of your Common Carriers — Government Bills of
Lading procedure.
Expiration
Date: Please continue this procedure until you are otherwise notified.

=
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Z—=—mrrC OmnZ

2

Action by NFC

Bills for freight services prior to October 11, 1995, for Bob’s Steam Co., Inc., which are pre-
petition billings, will be forwarded by the National Finance Center to the General Serviceg

Administration (GSA) for preaudit and settlement.

Bills for freight services on or after October 11, 1995, for Bob’s Steam Co., Inc., which are
post-petition billings, will be paid and the paid bills will be forwarded to GSA.

Inquiries

Please direct all inquires to the Travel and Transportation SectkfiMaP55-48783

RONALD R. BERNHARD, Acting Director
Financial Services Division
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Section 2 Government Bills Of Lading (GBL)
Exhibit 2

Page 1

TRVL3301, Computation Of Employee Moving Expense Reimbursement

United States Office of the National PO. Box 60000
Department of Chief Financiat Finance New Orleans
Agriculture Officer Center Louisiana 70160

COMPUTATION OF EMPLOYEE MOVING EXPENSE REIMBURSEMENT v
VOUCHER AND 1996 YEARTO-DATE TRVL3301
(SENSITIVE PERSONNEL DATA - USE IS RESTRICTED)

AGENCY 02
SOCIAL SECURITY NUMBER 123 45 6789
AUTHORIZATION NUMBER 6CS01234567890
OVER 50 MILES Y
MOVING EXPENSES AND ALLOWANCES CURRENT VOQUCHER

AMOUNT AMOUNT AMOUNT OF AMOUNT OF
PAID TO PAID TO NONTAXABLE = TAXABLE
EMPLOYEE 3RDPARTY REIMBURSE REIMBURSE

MOVING EXPENSES:

TRANSPORTATION AND TEMPORARY

STORAGE OF HOUSEHOULD GOODS .00 632.04 632.04 .00

TRAVEL BETWEEN DUTY STATIONS 00 .00 .00 .00
MEALS BETWEEN DUTY STATIONS 00 .00
HOUSEHUNTING TRIP EXPENSES 00 .00 .00
TEMPORARY QUARTERS .00 .00
RESIDENCE SALE, PURCHASE OR

UNEXPIRED LEASE EXPENSE 00 .00
NONTEMPORARY STORAGE OF GOODS 00 00 .00
SHIPMENT/STORAGE OF POV .00 .00
MISCELLANEQUS EXPENSES 00 .00
RELOCATION INCOME TAX ALLOW 00 00
TOTAL MOVING EXPENSES .00 632.04 632.04 .00

RELOCATION SERVICE COMPANY .00
ADD:

WITHHOLDING TAX ALLOWANCE

(38.888889% OF TOTAL TAXABLE MOVING EXP) 00
LESS WITHHOLDING:

FEDERAL INCOME TAX 00

STATE INCOME TAX 00

FICA 00

HIT .00
LESS AMOUNT TO 3RD PARTY 632.04
ADD NONTAXABLE REIMBURSEMENT 632.04
AMOUNT AVAILABLE TO TRAVELER .00

LESS AMOUNT APPLIED TO ADVANCE 00

LESS AMOUNT APPLIED TO BILL )
NET DUE TO TRAVELER .00

FOOTNOTE: ADVANCE AMOUNT OUTSTANDINGIS § 0.00

SUSAN DOE
1234 MERRY RD.
ANYWHERE, VA 12345-6789

18



Voucher And Invoice Payments Manual
Travel And Transportation Payments
Government Bills Of Lading (GBL)

TRVL3301, Computation Of Employee Moving Expense Reimbursement

Title 1l
Chapter 4
Section 2

Exhibit 2
Page 2

United States Office of the National
Department of Chief Financial Finance
Agriculture Officer Center

COMPUTATION OF EMPLOYEE MOVING EXPENSE REIMBURSEMENT
(SENSITIVE PERSONNEL DATA ~ USE IS RESTRICTED)

AGENCY 02
SOCIAL SECURITY NUMBER 123 45 6789

P.O. Box 60000

New Orleans

Louisiana 70160

TRVL3301
PAGE 2

XX/XX/XX

MOVING EXPENSES AND ALLOWANCES 1996 YEARTO-DATE
AMOUNT AMOUNT AMOUNT OF AMOUNT OF
PAID TO PAID TO NONTAXABLE TAXABLE
MOVING EXPENSES:
TRANSPORTATION AND TEMPORARY
STORAGE OF HOUSEHOULD GOODS .00 1,901.86 1,901.86 .00
TRAVEL BETWEEN DUTY STATIONS .00 .00 .00 .00
MEALS BETWEEN DUTY STATIONS .00 .00
HOUSEHUNTING TRIP EXPENSES .00 .00 .00
TEMPORARY QUARTERS 1,435.50 1,435.50
RESIDENCE SALE, PURCHASE OR
UNEXPIRED LEASE EXPENSE .00 .00
NONTEMPORARY STORAGE OF GOODS .00 .00 .00
SHIPMENT/STORAGE OF POV .00 .00
MISCELLANEOUS EXPENSES .00 .00
RELOCATION INCOME TAX ALLOW 00 00
TOTAL MOVING EXPENSES: 1,435.50 1,901.86 1,901.86 1.435.50
RELOCATION SERVICE COMPANY 00
ADD:

WITHHOLDING TAX ALLOWANCE

(38.888889% OF TOTAL TAXABLE MOVING EXP)
LESS WITHHOLDING:

FEDERAL INCOME TAX

STATE INCOME TAX

FICA

HIT
LESS AMOUNT TO 3RD PARTY
ADDAMOUNT OFNONTAXABLEREIMBURSEMENT
AMOUNT AVAILABLE TO TRAVELER

LESS AMOUNT APPLIED TO ADVANCE

LESS AMOUNT APPLIED TO BILL

AMOUNT PAID TO TRAVELER

THE WITHHOLDING TAX ALLOWANCE (WTA), PAID IN YEAR 1, COVERS FEDERAL INCOME
TAX WITHHOLDING LIABILITY ON TAXABLE REIMBURSEMENTS IN YEAR 1. THE RELOCATION
INCOME TAX ALLOWANCE (RIT) IS CALCULATED IN YEAR 2 TO COVER THE TAX LIABILITY
ON ADDITIONAL INCOME RESULTING FROM WTA RECEIVED IN YEAR 1. IF THE RIT CLAIM
RESULTS IN A POSITIVE AMOUNT, AN ADDITIONAL ALLOWANCE WILL BE PAID TO THE
EMPLOYEE, IF, HOWEVER, THE RIT CLAIM RESULTS IN A NEGATIVE AMOUNT, THE
EMPLOYEE WILL BE BILLED FOR THE EXCESS WTA AMOUNT PAID IN YEAR 1.

558.25

558.25
55.83
123.61
28.91
1,901.86
1,901.86
1,227.15
.00

— 00

1,227.15
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TRAN-4206—M, Monthly Summary Of Transactions
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Voucher And Invoice Payments Manual
Travel And Transportation Payments
Government Bills Of Lading (GBL)

U.S. Government Bill Of Lading Set

Standard Form

Number
Basic | Contin- Form Title Color
uation
1103 1109 U.S. Government Bill of Lading — Original White
1104 1110 U.S. Government Bill of Lading — Shipping Order Pink
1103-A |1109-A |U.S. Government Bill of Lading — Memorandum Copy Yellow
1105 1111 U.S. Government Freight Waybill — Original White
1106 1112 U.S. Government Freight Waybill — Carrier’s Copy White
1103-A |1109-A |U.S. Government Bill of Lading — Memorandum Copy Yellow
1103-B |1109-B | U.S. Government Bill of Lading — Memorandum Copy Blue
Consignee

1103-A |1109-A |U.S. Government Bill of Lading — Memorandum Copy Yellow
1103-A | 1109-A | U.S. Government Bill of Lading —-Memorandum Copy Yellow
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U.S. Government Bill Of Lading — Privately Owned Personal Property Set

Standard Form
Number

Basis | Contin- Form Title Color

uation

1203 1109 U.S. Government Bill of Lading — Privately Owned Person&Vhite
Property — ORIGINAL

1204 1110 U.S. Government Bill of Lading — Privately Owned Person&link
Property — SHIPPING ORDER

1203-A | 1109-A | U.S. Government Bill of Lading — Privately Owned Persondellow
Property — MEMORANDUM COPY

1205 1111 U.S. Government Freight Waybill — Privately Owned White
Personal Property — ORIGINAL

1203-B |1109-B | U.S. Government Bill of Lading — Privately Owned Person&liue
Property — CONSIGNEE

1203-A | 1109-A | U.S. Government Bill of Lading — Privately Owned Persondellow
Property — MEMORANDUM COPY

1203-A | 1109-A | U.S. Government Bill of Lading — Privately Owned Persondellow
Property — MEMORANDUM COPY T
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

A

About This Procedutel
Appendixes 21

C

Completing SF-1103
Completing SF=12Q312

Completion Instructions For Standard Form 1103
(SF=1103). U. S. Government Bill Of Lading

(GBL), 7
Completion Instructions For Standard Form 1203

(SF=1203), U.S. Government Bill Of Lading —
Privately Owned Personal Property (PPGBL)

E

Exhibits, 15

F

Forms Used In Shipping Gogd3

H

How The Procedure Is Organized

L

Loss And Damages

N

NFC Bulletin, Notice Of Bankruptcyl 6

O

Overview 3

P

Preparing GBL's According To GSA/NFC Guidelin&s
Prompt Payment Of GBL'3

R

Reports 6
Responsibilities 5

T

TRAN-4206—M, Monthly Summary Of Transactions
20

TRVL3301, Computation Of Employee Moving
Expense Reimbursemenit8

U

U.S. Government Bill Of Lading — Privately Owned
Personal Property Se23

U.S. Government Bill Of Lading Se22

W

What Conventions Are Used

Who To Contact For Hejfdl
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